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Outline of Processing Procedure for Travel
uWﬁmmmotelmu1%3

Traveler reports to Central Processing Brauch.
Cheeck list is prepared. This accompanies traveler throughout
his processing.
Praveler is 4irected to Personnel Desk wvhere attention le given
such itess es!

Birth documentation

Passport Appllcestlion

Passport pictures

Belective Service informmtion

Bte,
Tyaveler is irected to Travel Desk (actually the Passenger Hove~

ment Brench) wheres

2. A trunsportation officer is assigned to handle his case.

b, Ee is briefed.

¢« AD iticerary is prepaved.

4. Carrier is contacted for reservations, If reservation can-
act be completed immediamtely, the trsusportation officer
moves on to the next atep and,

e. Discusses shipment of effects and aute and secures infor-

mation necessary for handling such shipments st proper llme.

SEQRET

Approved For Release 209B08A25Y: PUAENBFANS985000700030033-2



- SECRET

Approved For Release 3€C2/RETY6 INEMRMAHPA03985A000700030033-2

£, Discusses travel of dependents (assuming that they 4o pot
travel with the employee) and secures information necessary
for srrenging dependents travel at the proper tize,

SOTE: After the travaler leaves the Travel Dessk, the
Transportation Gfficer assigned io hsndle this case
my cowplets the ressrvation work vhile other irans.
portation officers are taking cere of succeeding
travelers, At the proper time, his personal effects,
auto, spd depandents will be handled by or in close
ecooperation with the trsneportation offlicer who
origioally interviewed him. VWhen bills ere received
for the wrious tramsporiation services furnished the
traveler, they can be prouptly verified by checking
against documents prepered I1n the course of the actusl
processing rether than with information from otber

sources not under the eontrol of the Transportation

. Treveler is directed to Nedical Desk for:
Briefing
Arranging for shots
Bte,

6. Traveler is directed to Pimance Deak for:
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Pay and Allovances

e,

grrenders ves Csntral Processing
T« Pegveler &

check 1list and les

sranch.
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